WOOTTON ST PETER’S CE PRIMARY SCHOOL

Boars hill, Oxford, OX1 5HP

Information and communication Technology (ICT) Policy

Definition

     Information and Communications Technology has the potential to improve the quality of teaching and learning across the Curriculum. Society is changing and there is an increasing need for a greater level of technological knowledge and awareness amongst the population as a whole. The effective use of ICT in the classroom will help to produce a population which feels comfortable with the new technology, is able to access life long learning opportunities through the use of ICT and can adapt to the rapid changes in this field. 

Aims

In our school we aim to:

· ensure all staff and pupils are confident, competent and independent users of ICT;

· motivate and inspire pupils and raise standards;

· develop an appreciation of the use of ICT in the context of the wider world;

· enrich learning and promote both autonomous study and group work;

· develop pupils’ ability to use ICT appropriately and choose software suitable for a particular task;

· provide continuity and progression in all of the strands of the ICT National Curriculum;

· develop ICT skills through curriculum contexts;

· encourage problem-solving and investigative work;

· foster group work, sharing and collaboration between peers;

· care for and respect equipment;

· share resources.

Roles and responsibilities

The headteacher is responsible for monitoring the teaching of ICT. The finance sub-committee ensures adequate funding is allocated to cover equipment and all necessary contracts.

There is a designated ICT Co-ordinator who oversees ICT planning within the school. The Co-ordinator is responsible for informing the rest of the staff about new developments and, where appropriate, for organising (and at times providing) appropriate training. The ICT Co-ordinator advises colleagues on managing equipment, software and booklets in the classrooms, but is not expected to act as technician. A central resource area will be maintained and reviewed annually along with other resources for ICT.

The Co-ordinator monitors the curriculum and reports annually to the Governors via the Headteacher’s report with regard to the school’s development plan. The ICT Co-ordinator liaises closely with the governors who have responsibility for ICT and with the curriculum sub-committee.

The Co-ordinator attends Partnership Meetings and participates in realising the Partnership Development Plan. The Co-ordinator keeps staff informed of developments.

Special Needs & Equal Opportunities

The school recognises the advantages of the use of ICT by pupils with special educational needs. The school uses ICT to:

· address pupil’s individual needs;

· increase access to the curriculum;

· improve language skills.

Targeted Pupils use RM Maths to follow an individual program of work.

Our school promotes positive images of computer use by both girls and boys and by pupils from our diverse multicultural community and promotes equal opportunities for computer usage.

Software used in the school is chosen to ensure that it is non-discriminatory and promotes equal opportunities for all users.

All pupils follow the National Curriculum including the development of ICT Capability. In instances where parents express religious or philosophical reservations to the use of ICT, pupils may be allowed to observe the use of ICT rather than being involved in its use themselves.

All users of our ICT resources must agree to abide by the code of conduct for Internet use.

General

ICT is taught both as a discrete subject and integrated into all other curriculum areas. ICT is used as a tool to improve learning. All the schemes of work have clear ICT links where skills and techniques are carefully planned. Each subject Co-ordinator has completed an audit of their scheme of work to ensure relevant ICT links have been included. 

We aim to provide a broad and balanced curriculum through our long term ICT plans and subject schemes of work. These ensure our pupils are taught a range of skills and techniques in ICT as a discrete subject and as part of work in other curriculum areas. 

All the software used in school is monitored to ensure that its use is non-discriminatory and, where relevant, represents cultural diversity.

Teaching and Learning

Our planning operates on three levels to meet the range of our pupils’ needs:

· most pupils will learn;

· some pupils will progress further and learn;

· some pupils will not make so much progress but will achieve.

Planning ensures that a wide range of strategies are employed in order to differentiate ICT tasks. Examples of these are:

· same activity but different outcome;

· same theme but different levels of input;

· different pace of working;

· different groupings of pupils;

· developing different modules of work, at different times of the year, for different abilities.

Teachers’ planning is reviewed by the ICT Co-ordinator to ensure staff use a range of teaching styles to develop ICT capability. The ICT Co-ordinator reviews teachers’ ICT plans to ensure full coverage of the Scheme of Work and to monitor the range of teaching styles that are employed to develop ICT capability. These teaching styles include: group work of mixed and similar ability, individual work, whole class teaching. Teachers’ planning will also include opportunities for work away from the computers intended to compliment the ICT activities.

E-Learning Resources

Internet and Virtual Learning Environment

Internet access is planned to enrich and extend learning activities and is part of the statutory curriculum. Pupils are also given access to e-mail facilities and a Learning Platform (Digitalbrain).

Pupils are taught to be critically aware of the materials they read and are shown how to validate information before they accept its accuracy. Pupils receive guidance when using the Internet and are supervised. The E-Learning Code of Conduct poster is on display by the computers.

Pupils are taught what is acceptable and what is unacceptable. Pupils report immediately any offensive materials which they may access, to a responsible adult. They are given clear objectives for Internet use. To guard against accidental access to materials which are inappropriate we access the Internet by means of the Oxfordshire Community Network (OCN) which provides an appropriately filtered service. Teachers inform the ICT Co-ordinator immediately should they find offensive material on the Internet. The Co-ordinator will contact the OCN helpdesk to alert them to the offending site. Pupils are also taught about Intellectual Property Rights and Copyright associated with Internet use.

Our school informs parents that their children will have access to E-Learning resources. This letter contains details about responsible use of these resources which we ask the parents to endorse. It also contains details of the filtering service offered by the OCN. 

All users agree to abide by the Code of Conduct or Adult AUP and LEA policies regarding the use of the E-Learning resources. Staff will have access to the Internet and the Learning Platform for their own personal and professional development. These documents are distributed as follows: AUP for staff in the induction folder, AUP for children in the admissions pack, and community users before they have access.

The ICT Co-ordinator regularly shares useful professional Internet sites with members of staff. The school follows the safety guidelines contained in the DfES Superhighway Safety web site – any photographs of pupils used on the school web site will not include the name(s) of pupils and any photographs of pupils included will be in appropriate dress. Parental permission is requested via the Internet agreement prior to photographs being displayed
E-mail

E-mail communication should not be considered private or secure. Teachers’ e-mail addresses will remain private; e-mail contact with school is made via the office. Teachers should generally avoid entering into one to one correspondence with parents via e-mail. If parents contact teaching staff directly with a query, teachers will forward the message to the office who will reply on the teacher’s behalf. When e-mail contact with staff has been made through the school office members of staff will discuss an appropriate response with their line manager who may wish to be carbon copied into the reply. The school endeavours to respond to e-mail message from parents within seven days. When staff receive a carbon copy on an e-mail it should be considered for information only; they need not respond.

E-mail messages containing pertinent information about a child’s education are printed off and added to the pupil’s profile. Other important messages, e.g. complaints and relevant responses, are archived electronically in agreed folders until they are considered irrelevant. E-mail responses to parental messages are only used when considered appropriate and reflect the school’s policy on written correspondence to parents. Any matter concerning child welfare and protection is not to be communicated by e-mail. 

Teachers are discouraged from using their personal e-mail addresses for school business to protect their privacy. Members of staff may use their OCN e-mail addresses for appropriate personal use. Parents’ e-mail addresses will be sought by letter when families join the school and are primarily used for newsletter dissemination. The school office holds them on record; they are not given out.

In case of prolonged staff sickness the headteacher will contact the member of staff with a view to managing the account.

Pupils in KS2 and above have individual e-mail addresses. Pupils in Foundation Stage and Key Stage One have a class e-mail address which is managed by the class teacher. User names have been set up in accordance with county and DfES advice. Pupils are taught to report immediately any offensive messages or if they feel uncomfortable with any messages that they receive. Teachers monitor pupils’ use of e-mail.

Pupils are taught to use their e-mail to enhance their education. Inappropriate messages bounced to the filter master are investigated immediately. Sanctions are generally in line with the school disciplinary code but loss of service will be the sanction for repeat offenders. Inappropriate messages or attachments arriving in school are forwarded to the ICT Co-ordinator for investigation. If considered necessary parents and the head may be informed.

The following disclaimer is added to all of our outgoing e-mails:This e-mail and any attachments are intended only for the recipients listed. If it has come to you in error please delete it and let us know. This message and its attachments have been scanned for viruses but we cannot guarantee them to be virus free.
OCN Conferences and Learning Platform Communities (Digitalbrain)

Staff and pupils are encouraged to join appropriate electronic conferences and communities. These are a valuable source of information and should be considered an important part of the lifelong learning process. All conferences and communities are moderated by a designated member of staff who ensures that the users understand the focus of the conference or community and that messages are appropriate and relevant. Moderators check the conferences and communities regularly and archive the messages as necessary. 

All users will attempt to disseminate information including documents and newsletters through conferences and communities instead of e-mailing them as attachments to individuals

Assessment

Assessment of ICT will take place within each curriculum area. Clear learning objectives both in ICT and subject context will support the focus of assessed activities. Each strand of ICT is formally assessed, levelled and annotated for each pupil over a two year period. The level awarded is numerical with a letter to indicate whether the child is just working at that level or consolidating, for example 3c or 5a. Pupil achievement is recorded in the ICT record.

Individual pupil records, with evidence, are kept in a pupil file or within the context of subject work, files or books.

The ICT Co-ordinator organises staff meeting to moderate ICT work in order to obtain consistency across our school. Examples of moderated work are stored in an ICT portfolio. This is updated by the ICT Co-ordinator on a regular basis to ensure there is a range of work to illustrate each strand at each level.

Reporting & Recording

Parents receive an annual written report on their child’s progress in ICT. In addition to this, our school provides verbal feedback on their progress during parent interviews.
Monitoring, Evaluation and Review

The Co-ordinator monitors ICT planning each term and provides feedback to subject co-ordinators. This ensures the scheme of work is implemented and all strands are planned for. In addition to this, the ICT Co-ordinator monitors teaching and children’s work on a rotational basis and copies the written feedback to both the class teacher and designated person from SMT.

The Governors are kept informed of the Co-ordinator’s work through reports in the Headteacher’s report to the Governors. 
The scheme of work is reviewed and updated on an annual basis to ensure it reflects good practice. The scheme of work provides sufficient detail to ensure all pupils receive a consistent experience in ICT

All teachers are expected to have high expectations for all pupils. When monitoring ICT planning, teaching and learning due consideration is given to issues of gender and ethnicity to ensure that all pupils’ experiences with ICT are positive.

Resource Management

Human 

The ICT curriculum will provide the main focus of one staff meeting per year. This may include: introduction of software, training for ICT, whole school support in planning for ICT, sharing pupil’s work, moderation of pupil’s work, development of the ICT portfolio or sharing ideas of good practice.

Staff attend courses through OQSA run at Cricket Road. Opportunities for training are offered, wherever possible, to meet whole school needs as well as those of individual teachers. These needs may be identified as a result of monitoring or performance management reviews.

As part of Continuing Professional Development all staff are encouraged to improve necessary skills and techniques, and take up training opportunities to develop ICT competences in the classroom linked to other curriculum areas.

Staff have the advantage of using the Internet and Learning Platform for their own professional development by access to national developments, educational materials and good curriculum practice.

A copy of the County Security Guidelines is available in the staff room. It is also available from the county intranet:

http://portal.oxfordshire.gov.uk/content/public/corporate/AtWork/Policies/HR_ICT_Policy_Booklet.pdf
Technical 

Any faults with the computers are reported to the ICT Co-ordinator and recorded in a fault notebook kept in the staff room. The Turn-It-Onl technician will endeavour to respond on their next visit to the school.

The ICT Co-ordinator shares new tips and documents as part of staff meetings as applicable.

Hardware

The school has a laptop trolley with 16 Internet linked computers, named and labelled for ease of identification. These are linked to a central printer. Each classroom is equipped with at least 2 further computers and an interactive whiteboard and projector. These are linked to a class laptop.     

The school has a pupil to computer ratio of 1:5 which is above the expected ratio.

Replacement of hardware is part of a lease arrangement. This allows equipment to be replaced as necessary. An annual review of needs is made so that a systematic updating of equipment is implemented.

Obsolete equipment is disposed of in accordance with county guidelines.

The following resources are available for use in class: calculators, digital cameras, roamers and turtles, televisions/videos, tape recorders and web cameras.

All computers are password protected for the relevant user groups. User names and passwords are set up by the ICT Co-ordinator and allocated to users in readiness for the beginning of term.

Maintenance contracts are filed in the office. Copies of these are held in the ICT Co-ordinator’s file.

Teachers must not leave laptops or any other portable ICT equipment unattended in classrooms, cars or any other place where the equipment could be stolen. Laptops purchased under the Laptops for Teachers scheme belong to the school and teachers to whom they have been allocated must not allow them to be used by any unauthorised individual, including family members.

Software

The ICT Co-ordinator is responsible for ensuring that the automatic updating of anti-virus software is operating efficiently by checking at least monthly.

Staff are made aware of new software through the ICT newsletters that come from the ICT Advisory Team and in staff meetings. 

New software is purchased only after evaluation, whenever possible, to ensure that it fits the purpose for which it is intended and that it is non-discriminatory.

Licences are kept together in the Headteacher’s office.

Staff and pupils are not permitted to use software from external sources.

Security

The school has an alarm system installed throughout. The laptop trolley is stored in the library when not in use and locked at the end of each day.. 

Computers, televisions and videos are all security marked with the school postcode.

Each computer system is accessed through a password system providing security against unauthorised access to the management system

Health and Safety

All pupils receive introductory sessions dealing with Health and Safety issues. These include showing pupils how to adjust the brightness and contrast settings of monitors as well as the correct keyboard and seating position. Pupils also receive instruction on the correct procedure for using a mouse and are regularly reminded not to look directly into the projector beam when using the interactive whiteboard.

Lessons involving the use of ICT should be structured to ensure that there are periodic breaks where pupils’ attention is directed away from the monitor to a distant object such as the teacher or interactive whiteboard.

Computers located in classrooms are positioned, wherever possible, away from light reflection and glare. The optimum position is at right angles to the natural source of light. There should be no water bottles on the table when the laptops are being used.

All equipment is checked annually under the Electricity at Work Regulation 1989. A detailed inventory is kept up to date by the bursar who ensures all equipment is checked. New equipment is added to the inventory on arrival.

Regular Risk Assessment surveys are conducted by the designated H&S representative, faults are logged and appropriate action taken.

The Health and Safety at Work Act (1 January 1993), European Directive deals with requirements for computer positioning and quality of screens. This directive is followed for all administration staff. Whilst this legislation only applies to people at work we seek to provide conditions which meet these requirements for all users.

 Management Information Systems

By developing its use of electronic Management Information Systems(MIS), e.g. Assessment Manager and the SENCO module, the school saves teachers' time, whilst providing effective electronic availability of individual pupil tracking data, both within school and at transfer at the end of Key Stage.

MIS also enables us to track and transfer records for "nomadic" pupils with greater ease. The bursar and assessment Co-ordinator update the MIS in conjunction with the Heads of year group.

All teaching staff have read only access to Assessment Manager and the SENCO module. Only the two trained members of staff have authority and access rights to input or alter the data.

Signed by ICT Co-ordinator  


Head Teacher  


Date  
Review Date  
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